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CITY  AND  COUNTY  OF  SAN  FRANCISCO 


OFFICE  OF  THE  CONTROLLER 


Edward  Harrington 
Controller 


September  27,  1999 

Doris  M.  Ward,  Assessor-Recorder 
Office  of  the  Assessor- Recorder 
City  Hall,  Room  190 
1  Dr.  Carlton  B.  Goodlett  Place 
San  Francisco,  C A  94103 

Dear  Ms.  Ward: 

The  Controller's  Audits  Division  presents  its  report  concerning  the  audit  of  the  cash  revolving 
fund  of  the  Office  of  the  Assessor-Recorder  (Assessor).  The  Assessor  uses  the  revolving  fund  to 
pay  for  minor  office  expenses,  mileage,  parking,  and  subscriptions  for  professional  publications. 

Reporting  Period:  January  1,  1998  through  May  26,  1999 

Authorized  Amount:       $  1 ,000 

Results: 

•  As  of  May  26,  1999,  the  Assessor's  cash  revolving  fund  total  was  $1,007.12.  However,  the 
Assessor  made  some  errors  in  accounting  for  its  revolving  fund  and  will  have  a  cash  shortage 
of  $43.63  once  it  corrects  its  errors. 

•  The  Assessor  also  needs  to  improve  some  of  its  administrative  practices  over  its  revolving 
fund.  We  found  that  the  Assessor  did  not  prepare  correct  monthly  bank  reconciliations  of  its 
revolving  fund  bank  account  and  did  not  write-off  two  checks  issued  and  outstanding  for  6 
months. 

The  response  of  Assessor  is  attached  to  the  report. 

Respectfully  submitted. 


iDWARD  M.  H/ 
Controller 


GTON 
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INTRODUCTION 


The  Board  of  Supervisors  of  the  City  and  County  of  San  Francisco  (City) 
appropriated  a  cash  revolving  fund  of  $1,000  to  the  Office  of  the  Assessor-Recorder 
(Assessor)  under  the  San  Francisco  Administrative  Code  (Administrative  Code) 
Section  10.133.  The  Assessor  uses  the  revolving  fund  to  pay  for  minor  office  supplies, 
mileage,  parking  fees,  and  subscriptions  for  professional  publications. 


SCOPE  AND  METHODOLOGY 

The  purpose  of  this  audit  was  to  determine  whether  the  Assessor's  revolving  fund  assets 
agreed  to  the  amount  authorized  in  the  Administrative  Code  and  recorded  in  the 
Controller's  Financial  Accounting  and  Management  Information  System  (FAMIS).  We 
also  determined  if  the  Assessor  correctly  administered  and  used  its  revolving  fund.  In 
addition,  we  assessed  whether  the  internal  controls  over  the  fund  were  adequate,  and 
whether  the  revolving  fund  was  sufficient  to  meet  the  Assessor's  operational  needs. 

To  conduct  the  audit,  we  reviewed  the  applicable  provisions  in  the  Administrative  Code, 
the  Controller's  Departmental  Instruction  No.  1052,  and  the  Purchaser's  Guide  to  Ordering 
Goods  and  Sen-ices.  We  evaluated  the  Assessor's  procedures  for  recording,  summarizing, 
and  reporting  the  revolving  fund  transactions.  We  tested  the  Assessor's  revolving  fund 
transactions  during  the  audit  period  to  determine  whether  the  transactions  were  proper  and 
valid. 


CONTROLLER'S  AUDITS  DIVISION 


Digitized  by  the  Internet  Archive 
in  2013 


http://archive.org/details/officeofassessor271999san 


AUDIT  RESULTS 


THE  ASSESSOR  MADE  SOME  ERRORS 

IN  ADMINISTERING  ITS  REVOLVING  FUND 

As  of  May  26,  1999,  the  Assessor's  cash  revolving  fund  totaled  $1,007.12. 
However,  the  Assessor  made  some  errors  in  accounting  for  its  revolving  fund  and 
will  have  a  cash  shortage  of  $43.63  once  it  corrects  its  errors.  In  January  1995,  the 
Assessor  overpaid  a  former  employee  by  $50.75  for  an  expense  reimbursed  from  the 
revolving  fund.  The  Assessor  could  not  find  the  former  employee  to  recover  the  amount. 
Instead  of  writing  off  the  amount,  the  Assessor  reflected  this  amount  as  a  voucher  in  transit 
on  the  reimbursement  requests  it  submitted  to  the  Controller's  Office.  Since  our  revolving 
fund  certification  showed  that  the  Assessor  had  a  fund  total  of  $1,007.12  when  we 
conducted  our  review  on  May  26,  1999,  the  Assessor  will  have  a  net  fund  shortage  of 
$43.63  once  it  corrects  its  errors.  According  to  the  Controller's  Departmental  Instruction 
No.  1052,  the  department  head  is  personally  liable  for  all  shortages  in  a  department's 
revolving  fund. 


THE  ASSESSOR  NEEDS  TO  IMPROVE 

SOME  OF  ITS  ADMINISTRATIVE  PRACTICES 

We  found  that  the  Assessor  used  the  revolving  fund  assets  within  the  purpose  of  the  fund 
and  in  compliance  with  the  Controller's  departmental  instruction.  Also,  the  Assessor  has 
adequate  internal  controls  over  its  revolving  fund  and  the  revolving  fund  amount  is 
sufficient  to  meet  its  operational  needs.  However,  the  Assessor  did  not  prepare  correctly  its 
monthly  bank  reconciliations.  We  reviewed  the  bank  reconciliation  for  two  months  in  the 
audit  period,  and  found  that  the  amounts  shown  on  the  bank  reconciliation  as  the  opening 
book  balances  were  different  from  the  actual  amounts  shown  in  the  Assessor's  check 
register  for  its  revolving  fund  account.  According  to  the  deputy  assessor-recorder  for 
administration,  when  the  preparer  took  over  the  reconciliation  of  the  bank  statement  three 
years  ago,  there  was  no  established  book  balance  because  no  previous  reconciliation 
existed.  The  preparer  constructed  the  beginning  book  balance  and  has  since  used  the 
carried  forward  balance  to  reconcile  monthly  to  the  bank  balance. 

However,  if  the  preparer  had  correctly  constructed  the  beginning  book  balance  three  years 
ago,  there  should  be  no  difference  in  any  of  the  beginning  book  balances  for  the  bank 
reconciliations  we  reviewed.  The  error  still  exists  and  will  continue  until  the  beginning 
book  balance  is  correctly  constructed. 

In  addition,  the  Assessor  did  not  write-off  two  checks  outstanding  for  six  months.  The 
Controller's  Departmental  Instruction  No.  1052  recommends  that  departments  write-off 
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checks  outstanding  six  months  or  more.  Although  the  bank  reconciliation  for  April  1999 
showed  that  two  checks  totaling  $21.94  were  canceled  for  being  outstanding  for  more  than 
six  months,  when  we  asked  to  see  the  supporting  documents  for  the  canceled  checks,  we 
were  told  that  they  were  not  written  off  as  of  June  8,  1999. 


RECOMMENDATIONS 

We  recommend  that  the  Office  of  the  Assessor-Recorder  take  the  following  actions: 

•  Write-off  the  overpayment  of  $50.75. 

•  Request  its  department  head  to  make  up  the  shortage  of  $43.63  in  its  revolving  fund 
account  that  results  from  making  the  above  correction. 

•  Instruct  staff  to  correctly  prepare  the  bank  reconciliation  of  its  revolving  fund  bank 
account  by  correctly  establishing  the  beginning  book  balance  of  its  revolving  fund 
account. 

•  Write-off  checks  issued  and  outstanding  for  six  months  and  deposit  the  amount  of  the 
checks  to  the  department's  non-operating  revenue  account. 


We  conducted  this  review  according  to  generally  accepted  government  auditing  standards. 
We  limited  our  review  to  those  areas  specified  in  the  audit  scope  section  of  this  report. 


Staff:    Elena  W.  Chiong,  CIA,  Audit  Manager 
Mohamed  Hosny 
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RESPONSE  TO  THE  AUDIT 
OFFICE  OF  THE  ASSESSOR-RECORDER 


CONTROLLER'S  AUDITS  DIVISION 


City  and  County  of  San  Francisco 


DORIS  M.WARD 


Office  of  the  Assessor-Recorder 


Assessor-Recorder 


September  20, 1999 

Edward  M.  Harrington,  Controller 
Office  of  the  Controller,  Audits  Division 
City  Hall,  Room  388 
1  Dr.  Carlton  B.  Goodlett  Place 
San  Francisco,  Ca  94103 

Dear  Mr.  Harrington, 

We  have  reviewed  the  revised  draft  copy  of  the  Audit  Results  and  request  that  you  modify  your  response 

for  the  following  developments: 


Per  Audits  Division  Recommendations 
Write  off  the  overpayment  of  $50.75 


Instruct  staff  to  correctly  prepare 
the  bank  reconciliation  of  its  revolving 
fund  bank  account  by  correctly 
establishing  the  beginning  book 
balance  of  its  revolving  fund  account. 


Write-off  checks  issued  and  outstanding  for 
6  months  and  deposit  the  amount  of  the 
checks  to  the  department's  non-operating 
revenue  account. 


Actions  Taken  by  Department 
Deposit  of  S50.75  will  be  made  to  our  revolving 
fund  account  by  September  30, 1999.  Copy  of 
deposit  slip  will  be  forwarded  to  your  attention. 

Beginning  Bank/  Book  balance  v/as  established 
using  the  reconciled  balance  of  S1.719.79  as 
of  October  8, 1991 .  Bank  and  book  balances 
have  since  been  reconciled  from  10/8/91 
to  August  31, 1999.  Revolving  fund  voucher 
and  book  balance  have  been  corrected  to  reflect 
all  the  adjustments-See  Attachments 

9  checks  totaling  $159.16  issued  and  outstanding 
from  10/26/90  to  1 1/28/98  were  written  off  on  9/20/99 
and  proceeds  deposited  v/ith  the  department's 
non-operating  revenue  account.  Reference  Receipts 
Processing  form  Doc  #  000002  dated  9/21/99. 


To  improve  some  of  the  Assessor's  administrative  practices  over  its  revolving  fund,  the  beginning  book 
balance  had  been  correctly  constructed  and  reconciled  from  10/91  to  8/99.  Since  the  beginning  book 
balance  has  been  correctly  constructed,  no  error  now  exists  between  the  book  and  the  bank  balance. 


City  Hall,  1  Dr.  Carlton  B.  Goodlett  Place,  Room  190 
San  Francisco,  CA  94102-4698 


(415)554-5500 
(415)554-7151 
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The  preparer  has  been  advised  of  the  correct  bank  reconciliation  procedure  and  all  future  bank 
reconciliations  will  be  forwarded  monthly  to  the  Acccounting  Manager  for  review  and  approval.  Having 
complied  with  all  the  Audit  recommendations,  the  office  of  the  Assessor-Recorder  will  continue  to  correctly 
prepare  its  monthly  bank  reconciliations  and  write  off  checks  issued  and  outstanding  for  6  months. 

Enclosed  are  bank  statement  as  of  October  1991 ,  bank  reconciliation  and  statements  for  the  Audit 
reporting  periods  starting  January  1, 1998  through  May  25,  1999  and  post  reporting  periods  from  June  1, 
1999-August  31,1999. 
If  you  need  further  information,  please  call  Tommie  Whitlow  at  554-5551  or  Bose  Onyemem  at  554-5279. 


Sincerely, 


Doris  M.Ward 
Assessor-Recorder 

Enclosures 


Tommie  Whitlow 
Frank  Wong 
Bose  Onyemem 
Mimi  Hiro 
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cc:  Mayor 

Board  of  Supervisors 
Civil  Grand  Jury 
Treasurer 
Budget  Analyst 
Public  Library 
KPMG  LLP 


CONTROLLER'S  AUDITS  DIVISION 


